
Mornings 

You will start the day by meeting with the management 

team.  You will assist the Accommodation and Welfare 

Manager in speaking with the group leaders about any 

accommodation or welfare problems their students may 

have. It is vital that all information is recorded and plans 

are put in place to rectify issues and make any necessary 

changes. On a day-to-day basis, you may have to assist 

in dealing with a number of issues concerning               

accommodation, catering, welfare, student behaviour or 

anything else that may arise.  You will work closely with 

the Day Parent  to discuss daily operations. There will be 

regular staff meetings that you may need to join to      

communicate updates and information to the team.   

At the end of the week you will assist in organising       

student feedback sessions and collecting the data.  

Afternoons  

This is your time for helping to plan future arrival and   

departure days with the team, liaise with Head Office to 

plan accommodation and transfers for incoming students 

and to inform them of any changes or issues.   

During the week you may go to Head Office to collect  

student lists and information from the team.  You’ll also 

pick up keys from the residences ready for new students.  

You will need to work closely with our partners such as 

the catering and accommodation providers to establish 

good working relationships.  

Weekends: Arrivals and Departure Days 

You may assist the Accommodation and Welfare       

Manager in handling students’ details, flight details,  

transfer information, keys and which rooms they are  

staying in ready before they arrive.  You will do the check

-ins and check-outs of groups along with other staff  

members.  Once students have checked into their rooms 

you can show them where the LEX is and when to go for 

dinner. This is the first  impression the students get of our 

school and we want to make sure it is a good one! 

Evenings 

Supervise in the residence on a  rota basis.  

Mealtimes 

Have lunch with the other staff and students. Supervise  

students and ensure staff are on hand to undertake their  

supervision duties according to the rota.  
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